
 

 
 
Admin Console – Updating Access Rights For Attorney/Paralegal  
 
1) Login to Admin Console using your admin username/password. 
 
2) Click on Users from the menu on the left side of the screen. 
 

 
 
3) Under User/Password, click on the user/password link next to the user’s name. 
 

 
 
 
 



 

4) Updating a User’s Access Rights - .  In this window you can do the following: 
 

 
 

A) Change password: To change password type in the new password and confirm password. 
 

B) Disable the user: Uncheck the Enable field. 
 

C) Time of Day Access: In the Login between select the range of hours that user can have access to 
eimmigration. 

 
D) Days of Week Access: In the Login following days select the days of week user can access 

eimmigration. 
 

E) Access Expiration Date: In the Expires on set the date this account will automatically become disabled.  
If you leave this field blank then account is always enabled until it is manually disabled. 

 
F) Limit Access to Portions of a Case: In the Case File select which parts of a case user can access. 

 



 

G) Limit Access to Parts of the System: In the Modules select which modules of the system user can 
access. 

 
H) Limit Record Deletion: Under Mange Files you can allow user to delete files or not. 

       
NOTE: make sure you click Save Changes when done. 
 

 
 
 
Related Articles: 
 
How to add, enable or disable a user: 
http://www.cerenade.com/eimmigration/AdminConsoleAddEnableDisable.pdf  
 
How to setup a new attorney or paralegal: 
http://www.cerenade.com/eimmigration/SetupAnAttorneyParalegal.pdf  
 
 
For more information and articles, please visit www.eimmigration.com 
 
 
 
 


